
The California Department of Health 

Services in partnership with CPS Human 

Resource Services has introduced the 

Expense Reimbursement Grant Program, 

conducted under a grant from the U.S. 

Environmental Protection Agency, which 

gives money to Small Water System Op-

erators (serving community and non-transient/non-community populations) 

for attending training to qualify for and take the operator certification exams 

and to complete continuing education requirements for renewing certifica-

tions.  This program operates on a reimbursement basis and is intended to 

provide opportunities to Small Water System Operators at little or no 

cost. 

 The program is administered through a contract between the California De-

partment of Health Services and CPS Human Resource Services.  CPS con-

ducts the necessary administrative functions to assure that Small Water Sys-

tem Operators are reimbursed for the following: 

 Eligible Specialized Training Courses 

Operator Certification Examinations 

Operator Certification Fees 

Continuing Education 

We want to provide you the 
opportunity to reach your goals! 

Small Water System Operator 
Expense Reimbursement Grant 

You are eligible for 
this program if you 
meet all of  the fol-
lowing: 

• You are employed 
by a water system 
serving a popula-
tion of 3,300 or 
less 

• Your water system 
is designated com-
munity or non-
transient/non-
community by DHS 
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Treatment:  In 1971, laws 
and regulations governing the 
certification of potable water 
treatment facility operation 
were enacted. These regula-
tions established the level 
water at which treatment 
facilities should be manned, 
es-

tablished minimum qualifica-
tions for testing at each of 
the five grade levels, and es-
tablished criteria for the re-
newal and revocation of cer-
tificates. These regulations 
govern a program consisting 
of ~13,000 certified water 
treatment operators. 

Treatment and Distribu-
tion:  In 1998, the US EPA 
released Guidelines for the 
Certification and Recertifica-
tion of Operators of Commu-
nity and Non-transient Non-
community Public Water Sys-
tems. Based on these guide-

lines, state regulations gov-
erning the certification of 
potable water treatment 
operators were revised to 
include distribution opera-
tors. These regulations be-
came effective in January 
2001.  The new distribution 
grades were designated D1 

through D5. 

 The Expense Reimbursement 
Grant (ERG) Program is being 
established under a grant 
from the US Environmental 
Protection Agency.  The ERG 
program's purpose is to en-
able all Small Water System 
(SWS) operators to become 

certified at the proper level for 
duties they perform.  It will: 

• provide education, training, 

certification and certification 
renewal opportunities for SWS 
operators  

• provide those opportuni-

ties at little or no cost to SWS 
operators 

• operate on a reimburse-

ment basis 

The ERG Program is adminis-
tered through a contract be-
tween DHS and Cooperative 
Personnel Services (CPS).  CPS 
will conduct the necessary ad-
ministrative functions to assure 
that SWS operators are reim-
bursed for eligible specialized 
training courses, operator cer-
tification examinations, opera-
tor certification, continuing 
education and certification re-
newal costs.   

distribution operator certifi-
cate. 
 An individual who makes de-
cisions addressing the opera-
tional activities identified in 
subsection 63770(c) must 
possess a distribution opera-

A:  All individuals who oper-
ate or supervise the opera-
tion of a drinking water 
treatment facility must pos-
sess a water treatment op-
erator certificate. Addition-
ally, some distribution op-
erators must possess distri-
bution operator certificates. 
 An individual who makes 
decisions addressing the op-
erational activities identified 
in the Operator Certification 
Regulations subsection 
63770(b) must possess a 

tor certificate or possess a 
treatment operator certificate 
and have appropriate training 
to make such decisions. 
 An individual who makes de-
cisions addressing the opera-
tional activities identified in 
subsection 63770(d) must 
possess either a distribution 
operator certificate or a treat-
ment operator certificate.  
To read more on Operator 
Certification Regulation 
63770, go to 
http://www.dhs.ca.gov/ps/ddw
em/technical/certification/opce
rt.html 

Operator Certification Background 

Who must be certified? 

For more information 

on operator certification 

and the drinking water 

program, visit the DHS 

website at  

http://www.dhs.ca.gov/ps/

ddwem/technical/

certification/opcert.html 
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The Expense Reimbursement 
Grant program is designed to 
assist small water system 
operators who need to ob-
tain or renew certificates 
required for their facilities. In 
order to participate in the 
Small Water System Opera-
tors Expense Reimbursement 
Grant you must be currently 
employed with a water sys-
tem that serves less than 
3,300. The water system 
must be designated as a com-
munity or non-transient/non-
community system. Small 
water systems designated as 
transient/non-community 
systems are not eligible. 

If you are unsure if your wa-
ter system meets these crite-
ria, give us a call! (866) 867-
3594. CPS is here to help and 
we can search the DHS list of 
eligible water systems to help 

you verify your eligibility. 

If you meet these qualifica-
tions your first step is to 
complete the Application for 
Small Water System Opera-
tors Expense Reimbursement 
Grant. There is a sample of 
this form on page 10. 

You can complete the form 
online at the CPS website 
(www.cps.ca.gov/tlc/sws) or 
make a copy of the one in the 
Appendix and fill it out by 
hand. If you choose to fill out 
and submit the application 
online, you MUST also mail a 
print out with your original 
signature (blue ink) to our 
offices. 

Return the completed appli-
cation to CPS Human Re-
source Services, SWS Opera-
tors Expense Reimbursement 
Grant, 241 Lathrop Way, 

Sacramento, CA 95815. 

You will receive notification 
of the acceptance of your 
application and your current 
status (training/certification 
level). If you are applying for 
an exam ,you DO NOT need 
to fill out a separate applica-
tion with DHS. Simply fill out 
Section 7 completely and be 
sure to enclose a check for 
the exam fee. Checks should 
be made payable to DHS-
OCP. 

You will be reimbursed for 
any exam fees after the exam 
has been completed upon 
submittal of a claim form. 

There are also directions on 
page 9 to help you in filling 
out the application form. 

delay your reimbursement. 

For mileage you can claim 
reimbursement for .34 cents 
per mile for actual miles trav-
eled (up to 100 miles each 
way) to and from courses. 

You are also eligible to re-
ceive reimbursements for 
course tuition and book 
costs. For course tuition 
costs you can be reimbursed 
up to $15.00 per contact 
hour. Books are reimbursed 
at no more than $150.00 per 
class. If your receipts indicate 
that your actual course or 
books fees were less than the 
maximum amount you will be 

Once you have received a 
letter or email notifying you 
of your application accep-
tance and current status you 
can submit a claim form. 

When you register for a cer-
tification test or course you 
will need to pay for it at the 
time you register. CPS cannot 
give you money in advance. 
CPS can only reimburse you 
after your completion, when 
you submit a claim form. 

Be sure to include all original 
receipts for expenses in-
curred. Your claim will be put 
on hold if you do not attach 
the proper receipts. This may 

reimbursed actual costs up to 
the maximum amount. 

Return the completed claim 
form (with original receipts) 
to CPS Human Resource 
Services, SWS Operators 
Expense Reimbursement 
Grant, 241 Lathrop Way, 
Sacramento, CA 95815. 

A sample claim form and 
directions for completing it 
can be found on pages 11-12. 

Signing Up for the Expense Reimbursement Grant 

I’m signed up for the reimbursement project, now what? 

Please refer to the 

Appendix for 

program 

application and 

claim forms. 
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CPS has partnered with 
DHS to offer small water 
system operators assistance 
in applying for exams and 
courses and in receiving 
reimbursements for ex-
penses. 

If you are a small water sys-
tem operator who needs to 
apply for an exam you have 
the option of filling out the 
application in the appendix 
of this packet and return it 
to CPS with the appropriate 
fees. CPS will then review 
the application and forward 

it to DHS to enroll you in 
the exam. 

You do not need to com-
plete a new application each 
time you 
apply for 
course 
reimburse-
ment. 
However, 
if you need 
to apply 
for an ad-
ditional exam or fail an exam 
and need to retake it, you 
will need to provide CPS 

with the exam application 
provided by DHS. This form 
can be found at http://
www.dhs.ca.gov/ps/ddwem/

technical/
certification/
opcert.html 

Applicants  can be 
reimbursed the first 
time they fail the 
exam.  Applicants 
will again be reim-
bursed only if they 

pass the exam on the sec-
ond attempt.  A second fail 
will not be reimbursed. 

Applicants must show proof 
that they have successfully 
completed one specialized 
training course that is at least 
36 hours  to sit for the exam.  
 
This 36-hour specialized 
training course is reimburs-
able. Applicants will fill out an 
expense claim form (one per 
class) to receive funds.  Appli-
cants can sit for the exam 
when this 36 hour course is 
completed. Please refer to 
the information on special-
ized training on page 6. 

Grade II applicants who have 
met all the minimum require-

ments (see D1 and T1 above) 
will be required to take addi-
tional specialized training.   

The exam costs will also be 
reimbursed. Applicants  can 
be reimbursed the first time 
they fail the exam.  Applicants 
will again be reimbursed only 
if they pass the exam on the 
second attempt.  A second 
fail will not be reimbursed. 

Distribution and Treatment Certification 

D2 and T2 Exam and Certification 

D1 and T1 Exam and Certification 
if they have met one of these 
criteria. 
All Grade I applicants who 
meet one of the above require-
ments will be able to apply for 
the Grade I exam.  Applicants 
are encouraged to take special-
ized training courses prior to 
taking the exam. This training 
will be reimbursed and may 
also be applied to Grade II 
requirements.  
Upon successful completion of 
the Grade I exam, applicants 
will be qualified to apply for 
reimbursement of the special-

ized training, testing, and certi-
fication fees incurred. 
 
 

To take the certification exam 
you must have one of the fol-
lowing minimum requirements. 
Applicants for Grade 1 do not 
require any additional courses 

CPS will reimburse 

you for specialized 

training courses  

taken prior to your 

Grade 1 exam. 
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Small Water System 
Operator Expense 
Reimbursement Grant 

Minimum Requirements 
• High school diploma or 

• GED or 

• Successful completion of 
Basic Small Water Opera-
tors Course or 

• 1 Year of relevant experi-
ence (see FAQs for defini-
tion). 



Grade III applicants who have 
met all the minimum require-
ments (see D1 and T1 on the 
previous page) will be re-
quired to take additional spe-
cialized training.   
Applicants must show proof 
that they have successfully 
completed two specialized 
training courses that are at 
least 36 hours each to sit for 
the exam. 
 
These two 36-hour special-
ized training courses are re-
imbursable. Applicants will fill 
out an expense claim form 
(one per class) to receive 
funds.  We will not reimburse 

an exam taken for a grade 
level higher than the water 
system the applicant works 
for (i.e., an applicant cannot 
be reimbursed for completing 
a D-4 exam while working 
for a Grade III water system). 
If you believe you have a spe-
cial situation that requires 
you to take a higher level 
exam, please contact CPS at 
(866) 867-3594. 

D3 and T3 Exam and Certification 

Exam and Certification Fees 

Exam Dates and Locations 
Water Treatment exams will 
be held in suitable sites in or 
near Eureka, Redding, Sacra-
mento, Fresno, Los Angeles, 
San Jose, Santa Barbara, San 
Bernardino, San Diego and 
Vallejo. 
Water Distribution 
Exams for the Water Distribu-
tion certification are normally 
held at 1:00pm on the third 
Saturday of October 2004, 

2005, 2006 and the third Satur-
day in April 2005, 2006, 2007. 
 Water Distribution exams will 
be held in suitable sites in or 
near Bakersfield, Eureka, 
Fresno, Martinez, Modesto, 
Northridge, Oceanside, Or-
ange County, Palm Springs, 
Pasadena, Redding, Sacra-
mento, Salinas, San Bernardino, 
San Diego, San Jose, Santa Bar-
bara, Santa Rosa, Sun City and 
Torrance. 

CPS will reimburse program 
participants for exam fees. 
Here is some information on 
when exams take place to help 
you plan your coursework. 
Water Treatment 
Exams for the Water Treat-
ment certification are normally 
held at 1:00pm on the third 
Saturday in November and the 
third Saturday in May of each 
fiscal year. 

Treatment and 

Distribution exams 

are offered twice per 

year (fall and spring) 

in locations 

throughout the state. 
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CPS will reimburse you for the following test and certification fees. Keep in mind you will have to pay 
these fees upfront and then apply to be reimbursed.  

As of July 2004 

 
*Discount fee applies to those operators that hold both a water treatment and a water distribution 
certificate. This fee does not pay for both certificates. 

Grade Exam Fee Re-Exam Fee Certificate Fee Discount Fee* 
1 $50.00 $30.00 $70.00 $55.00 
2 $65.00 $45.00 $80.00 $60.00 
3 $100.00 $70.00 $120.00 $90.00 



CPS will reimburse the cost 
of specialized training courses 
required to take the water 
treatment and distribution 
exams above the Grade 1 
level. The number of courses 
required increases with the 
level of certification according 
to Operator Certification 
regulations. 
 
The specialized training re-
quirements can be divided 
into two categories, the 
“primary” course and 
“supplemental” courses. The 
primary course required for 

the water treatment exam is 
“Drinking Water Treatment.” 
The primary course required 
for the distribution exam is 
“Water Supply Principles.” 
The supplemental courses 
can be in drinking water or 
wastewater quality, drinking 
water or wastewater treat-
ment, drinking water distribu-
tion, or drinking water or 
wastewater facility operation.   
 Applicants may choose to 
take more than the required 
36 hours of specialized train-
ing coursework for reim-
bursement. CPS can only 

reimburse coursework once. 
A course cannot be reim-
bursed again during the re-
c er t i f i c a t i on  p roc e s s .  
Courses may only be success-
fully completed once.  Appli-
cants will not be reimburse-
ment for repeating a course 
they already passed. Appli-
cants  can be reimbursed the 
first time they fail a course.  
Applicants will again be reim-
bursed only if they pass the 
course on the second at-
tempt.  A second fail will not 
be reimbursed. 
  

Specialized Training—Grades 2 & 3 
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Applicants who want to re-
new their certification are 
required to take continuing 
education courses before 
applying for re-certification.  
Continuing education courses 
must be taken within the 
renewal period.   
For a listing of acceptable 
continuing education courses, 
fees, and locations, please 
refer to the DHS website at: 
http://www.dhs.ca.gov/ps/
ddwem/technical/
certification/opcert.HTML 
 

You may also contact CPS if 
you have any questions re-
garding courses. Please con-
tact us prior to taking a 
course not on the list. 
 

CPS will reimburse operators 
who had out of pocket ex-
penses for continuing educa-
tion courses that participants 
have not previously received 
reimbursement for. Courses 
taken for specialized training 
will not be reimbursed again 
to count as continuing educa-
tion courses. 
 

In order to receive credit for 
a continuing education con-
tact hour the operator must 
provide the following infor-
mation to allow the Operator 
Certification unit to verify the 
course: 

Title – A descriptive title of 
the seminar or course so the 
subject matter can be re-
viewed. 
Instructor – The individual, 
organization, or event that 
provided the continuing edu-
cation contact hours. 
Contact and phone number of 
continuing education provider - 
This information is required 
so that attendance and sub-
ject matter can be verified.  
The contact should be able to 
verify attendance with a sign-
in/sign-out sheet, verify sub-
ject matter covered, and con-
tact hours earned.  
Location – The city and facility 
name where the course was 
held. 
Date – The date(s) the con-
tact hours were earned. 
Number of contact hours– is-
sued by the continuing educa-
tion provider.  
 

Be sure to be very complete 
with this information on your 
application. All information 
provided will be verified prior 
to reimbursement of costs 
for continuing education 
courses. Missing information 
will cause a delay in reim-
bursement. 
 

If you hold both a water 
treatment certificate and a 
distribution certificate you 

can use the same contact 
hours to renew both certifi-
cates as long as those contact 
hours were taken within both 
renewal periods. You will not 
be reimbursed twice, how-
ever. 
 

Contact hours that were 
obtained outside of California 
are acceptable for continuing 
education as long as they 
meet the subject matter cri-
teria and are verifiable.  If the 
subject matter is 
“Regulations” the scope must 
be limited to California or 
Federal regulations. 
 

Safety trainings that cover a 
topic related to safety in a 
water treatment plant or 
distribution system can be 
used for continuing educa-
tion.  The meeting must be at 
least one hour in length.  
Several shorter meetings 
cannot be combined to meet 
the one-hour minimum.  Be-
low is the maximum time of 
safety training that can be 

Continuing Education 

Grade T1 and D1 = 12 hours 

Grade T2 and D2 = 16 hours 

Grade T3 and D3 = 24 hours 

Continuing Education Hours 
Required for renewal 

Grade 
T1 and 
D1 

= No more 
than 3 
hours 

Grade 
T2 and 
D2 

= No more 
than 4 
hours 

Grade 
T3 and 
D3 

= No more 
than 6 
hours 



CPS will reimburse 

participants for 

renewal fees (not 

including late fees) 

for distribution and 

treatment certificates 
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CPS will reimburse you for renewal fees. Keep in mind you will have to pay these fees upfront and then 
apply to be refunded.  
  

*A discount is being offered to operators who are currently certified as both a water treatment operator 
and a water distribution operator. If you only have one certificate, you would need to submit the fee listed 
under Renewal Fee. If you hold both certificates, please submit the fee listed under Discount Fee. If you are 
certified as a distribution operator and a treatment operator you would pay a discount fee for your treat-
ment certification plus a discount fee for your distribution certification as each becomes due. 
If payment is postmarked after the due date, a late fee will be charged.  Late fees will not be reimbursed. 

Grade Renewal Fee Discount Fee* First Late Fee Second Late Fee 

1 $70.00 $55.00 plus $50.00 plus $100.00 

2 $80.00 $60.00 plus $50.00 plus $100.00 

3 $120.00 $90.00 plus $50.00 plus $100.00 

Renewal Fees (as of July 2004) 

Certificate Renewal/Recertification 
operator failed to either pay 
the appropriate fees or to 
obtain the necessary continu-
ing education credits the op-
erator may reapply for certifi-
cation. 

CPS will also reimburse par-
ticipants for any courses re-
quired for their certificate 
renewal as long as they have 
not been previously reim-
bursed for them. Please see 
the continuing education 
section on page 7 for more 
information. 

Applicants who are applying 
for certification renewal and 
have successfully met the 
minimum requirements will 
be able to apply for certifica-
tion reimbursement using 
their expense claim form.   

If the certificate was revoked 
as the result of negligence or 
fraud the operator cannot 
reapply for certification 
unless the revoked certificate 
is reinstated. If the certificate 
was revoked because the 



How do I know if I am eligible to participate in this program? 
A: In order to participate in the Small Water Operators System Expense Reimbursement Grant 
you must be currently employed with a water system that serves less than a population of 3,300. 
The water system must also serve a community or non-transient/non-community population. Small 
water systems serving a transient population are not eligible. 
 
What qualifies as 1 year of relevant experience? 
A: If you are applying for a grade D1 or D2 Only, and you do not have a high school diploma or 
GED certificate, you must have one year of experience as an operator of a facility that requires an 
understanding of a piping system that includes pumps, valves, and storage tanks. If you are applying 
for a grade T1 or T2 Only, and you do not have a high school diploma or GED certificate, you 
must have one year of experience as an operator of a facility that requires an understanding of 
chemical feeds, hydraulic systems, or pumps. 
 
How do I sign up for this program? 
A: Complete the Application for Small Water System Operators Expense Reimbursement Grant 
online. This will ensure your application is immediately processed. Then return the completed appli-
cation (with your original signature) to CPS Human Resource Services, SWS Operators Expense 
Reimbursement Grant, 241 Lathrop Way, Sacramento, CA 95815. Upon submittal and approval of 
this application you are now eligible to submit a reimbursement claim. You will receive a letter noti-
fying you of the acceptance of your application and your current status (training/certification level). 
 
I have finished my course work and testing. How do I get my expenses reimbursed? 
A: You will need to complete the Operator Expense Claim. Read the directions carefully and be 
sure to provide all documentation (i.e., receipts, etc.). Return it to CPS Human Resource Services, 
SWS Operators Expense Reimbursement Grant, 241 Lathrop Way, Sacramento, CA 95815. 
 
I submitted my Expense Claim. How long will it take to get my reimbursement ? 
A: You can expect your reimbursement check in approximately 14 business days. 
 
How do I apply for courses to complete my certification? 
A: CPS does not administer any courses. You can receive more information on acceptable special-
ized training and continuing education courses on our website www.cps.ca.gov/tlc/sws 
 
Is there a maximum amount that I can be reimbursed through this project? 
A: Applicants will be reimbursed for actual miles traveled and allowed a maximum of 100 miles 
(one-way per day) at $.34 per mile for courses required for certification.  In addition to mileage, 
applicants will be reimbursed up to a maximum of $150.00 per course for books, and $15.00 per 
contact hour per course. 
 
Can I receive an advance for the reimbursement? 
A: Applicants cannot receive their reimbursement in advance. 
 
Can my small water district apply for reimbursement if they paid for my course or cer-
tification costs? 
A: No. Only individual small water operators are eligible to receive reimbursement funds. 
 
May I apply for reimbursement more than once if I fail the first time? 
A: Applicants will be reimbursed for one course that they have failed.  If the applicant later passes 
that course they will then be reimbursed again.  Applicants who fail a course for a second time will 
not be reimbursed. 
  
If I complete an application for the SWS Expense Reimbursement Grant program, do I 
also have to complete the DHS application to take an exam? 
A: No.  If you are a small water system operator who needs to apply for an exam, you have the 
option of filling out the Small Water application online and returning it to CPS with the appropriate 
fees. CPS will then review the application and forward it to DHS to enroll you in the exam. 
 
If I complete my application online do I still have to mail a copy? 
A: Yes. An original signature is required for all applications and claim forms. Upon completing your 
online submission, print out the application or claim form and sign it. Then mail this copy with your 
original signature to CPS Human Resource Services, SWS Operators Expense Reimbursement 
Grant, 241 Lathrop Way, Sacramento, CA 95815 

Frequently Asked Questions 

Have additional 

questions about the 

Small Water System 

Reimbursement Grant 

program? 

Contact CPS at 

(866) 867-3594 
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Log on to our website 
www.cps.ca.gov/sws/tlc to com-
plete your application online and 
have it immediately received for 
processing. 
 
Section 1 Reason for Appli-
cation – Check the box that 
pertains to why you are filling 
out the application.  Carefully 
review these descriptions to 
select which is the appropriate 
box to check: 
 
Operator Certification Exams 
and Fees– Applicants must meet 
one (1) of the following criteria 
to apply for an Exam. 
• A high school diploma. 
• A GED. 
• One year as an operator of a 

facility that required an under-
standing of a piping system 
that included pumps, valves, 
and storage tanks. 

• Successful completion of the 
“Basic Small Water System” 
course. 

 
In addition to meeting one of 
the above criteria applicants are 
required to complete one 
course of 36 hours or more of 
specialized training for Grade 2 
or two courses of 36 hours or 
more for Grade 3. Once the 36-
hour course(s) have been com-
pleted applicants may apply for 
Grades 2 & 3 exams.  
 
Operator Certification Fees 
Grades 2 & 3 – applicants who 
have already completed the 
Grades 2 & 3 exams, but need 
to apply for certification will 
select this option. 
 
Eligible Specialized Training 
Grades 2 & 3 – applicants who 
plan to apply for the Grades 2 & 
3 exams and fee, but have not 
yet met the qualifications for 
specialized training will select 
this option.   
 
Continuing Education Grades 1, 
2 & 3 – applicants who wish to 
renew their certification will be 
required to complete continuing 
education contact hours.  The 
number of hours increases with 

the level of certification.  For a 
list of courses refer to our 
website 
www.cps.ca.gov/tlc/sws. 
• Grade T1/D1 = 12 hours 
• Grade T2/D2 = 16 hours 
• Grade T3/D3 = 24 hours 
 
Certification Renewal Costs 
Grades 1, 2 & 3 – applicants 
applying for certification re-
newal will select this option. 
 
Section 2 Personal History 
– Fill in your personal history 
(name, address, social security 
number, etc.).  Be sure to 
mark your operator number if 
you are currently certified as 
an operator in California, as 
this will be verified. 
 
Section 3 Position Related 
Employment – Please an-
swer the questions relating to 
your employment.  You are 
required to provide this infor-
mation and it will be verified.  
If you are currently the man-
ager of a water facility select 
‘yes’ when it asks.  If you are 
not currently the manager of a 
water system, you are required 
to provide us with the man-
ager’s contact information on 
the application.  Your employ-
ment will be verified. 
 
Section 4 Education – Com-
plete the education informa-
tion. If you do not have a high 
school diploma or a GED, you 
will need to have at least one 
(1) year as an operator of a 
facility, or the appropriate sub-
stitute course. Be sure you 
included this operator experi-
ence information in Section 3. 
 
Section 5 Specialized 
Training – Read this carefully 
and check the box in the 
shaded gray if you meet the 
necessary criteria. 
 
Section 6 Specialized 
Training Coursework – Fill 
in the information for special-
ized training courses that you 
have taken. One course total-
ing 36 hours is required for 

Grade 2 exams and 2 courses 
(36 hours each) are required 
for Grade 3 exams. All course-
work will be verified. 
 
Section 7 Examination In-
formation – In the first box 
write the number of the exam 
grade that you are applying for 
(i.e., D1 or T1).  Fill in the ap-
propriate exam fee.  Refer to 
the fee table provided with this 
packet.  If you select ‘yes’ to 
either of the first two questions 
asked, be sure to attach the 
required letter pertaining to 
each question. 
 
Section 8 Continuing Train-
ing – This section is for certifi-
cation renewals only. Read the 
information carefully and check 
the box in the shaded area if 
you have met the necessary 
criteria. 
 
Section 9 Continuing Edu-
cation Coursework – Provide 
us with the course information 
for courses taken for the con-
tinuing education requirements 
of certification.  Coursework 
will be verified. 
 
Section 10 Submittal 
Online– If you are submitting 
your application via the online 
database then click the submit 
button. Now print a copy of 
your application.  
 
Section 11 Signature of Ap-
plicant – Sign to verify that all 
of the information provided in 
this application is correct and 
true.  Please read this section 
carefully before you sign. 
 
Mail this with an original 
signature to CPS at CPS Hu-
man Resource Services, SWS 
Operators Expense Reimburse-
ment Grant, 241 Lathrop Way, 
Sacramento, CA 95815. Please 
remember to include any appli-
cable testing fees. Make all 
checks payable to DHS-
OCP. CPS will forward your 
test registration application and 
fees to DHS. 
 

Application Instructions 

Look for a sample 

application on 

page 10 for more 

details on how to 

complete the 

application form. 
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Fill out this form completely 
to receive approved reim-
bursement.  Applicants will 
be reimbursed up to certain 
amounts pertaining to such 
items as book fees, course 
costs, mileage, etc.  Appli-
cants will be reimbursed for 
a course that they have 
failed only once.  If the ap-
plicant later passes that 
course they will then be 
reimbursed again.  Second 
fails in a course will not be 
reimbursed. 
 
Personal Information – 
This section on your ex-
pense claim asks for your 
personal information includ-
ing the water system that 
you currently work for.  
Please fill this section out 
accurately and legibly in ink. 
 
Course Information – 
This section of the expense 
claim is for the course infor-
mation for which you are 
applying for reimbursement.  
This includes course title, 
units/hours, the date the 
course was completed, the 
instructor’s name, and the 
college or organization that 
you attended for these 
classes. 
 
Claim – This section is for 
the type of expense claim 
you are filing. Indicate if the 
claim is for coursework 
costs, cost of certification 
or cost of certification re-
newal. 
 
Expense Information – 
This section of the expense 
claim is for the expense 
information that you have 
incurred.  You will be reim-
bursed up to $15 per con-
tact hour, a maximum of 
$150 per class for books, 
and actual mileage (a maxi-
mum of 100 miles each way) 

at $.34 per mile.   
 
Item (1) fill in the date 
(month/day/year) of the 
course that you attended. 
   
Item (2) fill in the time you 
left your home and arrived 
back at home. 
 
Item (3) fill in the location 
of the college or organiza-
tion that you attended to 
take the course(s).   
 
Item (4a) write the amount 
of miles that you traveled to 
attend the course(s).  This 
is the total mileage from 
your house to the location 
and back.   
 
Item (4b) is for the total 
amount that you claim for 
reimbursement from the 
mileage.  Take the total 
miles you drove and multi-
ply that by .34; for example, 
if you drive 20 miles to the 
course and 20 miles back, 
you will multiply 40 miles by 
.34, which equals 13.60.  
You will write $13.60 for 
(4b). 
 
Item (4c) and item (4d) fill 
in other expenses you in-
curred, such as bridge tolls 
or parking fees required for 
the course.  Be sure to at-
tach original receipts for 
these fees or they will not 
be reimbursed.  
 
Item (5) and item (6) are for 
the expenses incurred due 
to course and book costs.  
There are two separate 
columns, one for the course 
costs, and one for the book 
costs.  Applicants will be 
reimbursed $15.00 per con-
tact hour and up to a maxi-
mum of $150.00 per class 
for books. 
 

Item (7) is for the total ex-
penses for that day that you 
incurred.  You will get this 
total by adding your totals 
from item (4b) and item 
(4c), item 4(d), item 5 and 
item 6. 
 
Item (8) is the total from 
the reverse side of the claim 
if you used it for more 
space. 
 
Item 9 is the sum of the 
totals from item (7) and 

item (8). 
 
Item (10) is for you to make 
your remarks on the other 
expenses you incurred as a 
result of the exam, certifica-
tion or courses. Original 
receipts are required. 
 
Submittal Online– If you 
are submitting your claim 
form via the online database 
then click the submit button. 
Now print a copy of your 
claim form.  
 
Signature of Applicant – 
Sign to verify that all of the 
information provided in this 
application is correct and 
true.  Please read this section 
carefully before you sign. 
 
Mail a copy with an origi-
nal signature (ink) to CPS 
at CPS Human Resource 
Services, SWS Operators 
Expense Reimbursement 
Grant, 241 Lathrop Way, 
Sacramento, CA 95815. Be 
sure to include all receipts 
and proof of course or exam 
completion. 

Claim Form Instructions 

Be sure to attach 

receipts for any 

expenses incurred  

in Items 4, 5 and 6 

or you will not be 

reimbursed for them. 
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Sample Attachments 

Cal Expo Event 

Generic Parking Receipt 

9/11/04  $5.00 

Note: A valid receipt is required 
for each day of parking claimed. 
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Appendix 
• Application for Small Water System Operators Expense      

Reimbursement Grant 

• Operator Expense Claim 



 



 
 

 

APPLICATION FOR SMALL WATER SYSTEM OPERATORS 
EXPENSE REIMBURSEMENT GRANT 

Operator number 

Application approved for 
 

D1 D2 D3 D4 D5 
T1 T2 T3 T4 T5  

Exam Results 

Acknowledgement sent Approval sent   

Application NOT approved 
 Insufficient specialized training/verification 
 High school / GED information incomplete 

Certificate dated Certificate sent 

Comments  

Date Received 

PLEASE DO NOT WRITE ABOVE THIS LINE 

Please type or print legibly in ink.  

1 Reason for Application (check one) 

 Operator Certification Exam and Fees  
Grade 1 (fill out sections 1-4, 7, 10) 

 Eligible Specialized Training  
Grades 2 & 3 (fill out sections 1-6, 10) 

 Operator Certification Exam Fees 
Grade 2 & 3 (fill out sections 1-7, 10) 

 Continuing Education  
Grades 1, 2 & 3 (fill out sections 1-4, 8-10) 

 

 Operator Certification Fees  
Grades 2 & 3 (fill out sections 1-7, 10) 

 Certification Renewal Costs 
Grades 1, 2 & 3 (fill out sections 1-4, 8-10) 

 
2 

 
Personal Information 

 Name (last, first, middle initial) Date of birth 
 

          /          /  
Social Security Number 
 

            
 Mailing address (number, street) City State ZIP code 

 Work telephone number 

(      )                        Ext. 

Home phone number 

(      )                         

E-mail address 

 Are you currently certified by the State of California 
as a water distribution operator? 

 Yes  No 
Operator number Grade Issue Date 

 Are you currently certified by the State of California 
as a potable water treatment operator? 

 Yes  No 
Operator number Grade Issue Date 

 
3 

 
Position Related Employment 

 Do you currently work for a community or non-transient non-community water system 
that services 3,300 or less?  Yes  No 

 Water System Facility 
 

System ID Number 

 Do you currently work for more than one (1) water system?  
(If yes, please list all additional systems below)—Attach an additional sheet if necessary  Yes  No 
Water System Facility  System ID Number  
Water System Facility  System ID Number 

 Are you the manager of the water system? (If not, enter manager’s name below)  Yes  No 

 Manager’s Name Manager’s E-mail Address Manager’s telephone number 

(      ) 
 Facility Address City State ZIP Code 

Small Water System Operator Expense Reimbursement Grant  



 
 
 
 
 

4 Education 
 Did you graduate from 

high school?  Yes  No If not, do you possess a GED certificate?  Yes  No 

 Date (month/year) Name of High School or Education Center Location (city/state) 

  
If you are applying for a grade D1 or D2 Only, and you do not have a high school diploma or GED certificate, you 
must have one year of experience as an operator of a facility that requires an understanding of a piping system that 
includes pumps, valves, and storage tanks.   
 
If you are applying for a grade T1 or T2 Only, and you do not have a high school diploma or GED certificate, you 
must have one year of experience as an operator of a facility that requires an understanding of chemical feeds, 
hydraulic systems, or pumps. 
 
Work History 

 From (mm/yy) To (mm/yy) Name of employer 

 Address Supervisor’s Name Supervisor’s Telephone Number 

(       ) 
Duties Performed—Attach additional sheet if necessary 
  
 

5  
Specialized Training  
(For Grades 2 and 3 Water Distribution and Grades 2 & 3 Water Treatment applicants only.  Grade 1 applicants proceed to item 7.) 

 

You must fill in the course information below and attach legible copies of OFFICIAL TRANSCRIPTS or 
CERTIFICATES OF COMPLETION as proof of attainment of the required course work (certificates of completion 
must include the number of hours of instruction completed).  Please include only that information which verifies 
completion of the required course work.  PLEASE NOTE:  COPIES OF REPORT CARDS OR UNOFFICIAL 
TRANSCRIPTS ARE NOT ACCEPTABLE VERIFICATION OF COURSE WORK. 
 
Each course must be a minimum of 3 units or 36 hours of continuous formal instruction and must be 
provided by an accredited academic institution or an organization accredited by the International 
Association of Continuing Education Training (IACET). 
 
Grade D2 applicants:  One course covering the fundamentals of water supply principles. 
 
Grade T2 applicants:  One course of drinking water treatment. 
 
Grade T3 applicants:  Two courses, one of which must be in drinking water treatment, while the second course 
can be in drinking water or wastewater treatment, drinking water or wastewater quality,  drinking water or waste 
water facility operation, or drinking water distribution. 
 
Grade D3 applicants: Two courses, one of which must be in water supply principles, while the second course can 
be in drinking water or wastewater treatment, drinking water or wastewater quality, drinking water or waste water 
facility operation, or drinking water distribution. 
 
 

6 Specialized Training Coursework 

 Course 
Subject:  Drinking Water Treatment  Water Supply Principles  Supplemental Course 

 
Course Title: 
 
 

Units/Hours: Date Completed: 

 
Instructor’s Name: College or Organization: 

 
 

 Course 
Subject:  Drinking Water Treatment  Water Supply Principles  Supplemental Course 

 
Course Title: 
 
 

Units/Hours: Date Completed: 

 
Instructor’s Name: College or Organization: 

 
 



 
 
 
 

 
 
 
 
 

7 Examination Information 
This application is for 

D 
 
 

T 

Fee (see handbook) 
 

Preferred Exam Site (see handbook for a list of sites) 
 

This Application is for 
 Exam  Re-Exam  

 Yes  No 
Do you have an ADA Title I disability/impairment for which you may need assistance during the 
exam?  If yes, please enclose a letter (from a professional authorized to make such 
assessments) that describes the specific accommodations that will be required. 

 Yes  No 
Please indicate if your religious beliefs prevent you from taking the exam on Saturday.  If yes, 
please enclose a letter from your church stating that you are a member in good standing, 
and why you cannot participate in a Saturday examination. 

 Yes  No If you checked “yes” above, please enclose required letter.  Is letter enclosed? 

 

 

8   Continuing Education 
(For Grades 1, 2 and 3 certification renewals.  All other applicants proceed to item 10.) 

Continuing education contact hours are required for the renewal of all water treatment and distribution certificates.  
Below are the amount of Continuing Education hours required for each grade: 

  Safety Course 

 

 Grades T1 and D1 applicants: 
Grades T2 and D2 applicants: 
Grades T3 and D3 applicants: 

12 Hours of Continuing Education 
16 Hours of Continuing Education 
24 Hours of Continuing Education 

- No more than 3 hours 
- No more than 4 hours 
- No more than 6 hours 

 
Some courses are not presented in “contact hours” but in college units or CEU’s, (Continuing Education Units).  
The number of contact hours per unit can vary among colleges and training providers but generally the following 
conversions will apply: 
 

 

1 CEU 
                           3 quarter units  

                           3 semester units 

= 10 contact hours 
= 30 contact hours 
= 45 contact hours 

9 Continuing Education Coursework 
Course 
Subject: 

 Drinking Water 
Treatment/Distribution  Safety   

Course Title: 
 
 

Units/Hours: Date Completed: 

 

Instructor’s Name: 

 
CE Provider’s Name: CE Provider’s Telephone Number: 

(       ) 
Course 
Subject: 

 Drinking Water 
Treatment/Distribution  Safety   

Course Title: Units/Hours: Date Completed: 
 
 

 

Instructor’s Name: CE Provider’s Name: 
 

CE Provider’s Telephone Number: 

(       ) 
Course 
Subject: 

 Drinking Water 
Treatment/Distribution  Safety   

Course Title: 
 
 

Units/Hours: Date Completed: 

 

Instructor’s Name: CE Provider’s Name: 
 

CE Provider’s Telephone Number: 

(       ) 



 

 
 

10 SIGNATURE OF APPLICANT 

 I the undersigned certify that I am the above-named applicant; that all statements made on this application are true and correct; that I 
understand that any misrepresentations may result in ineligibility for the examination applied for or revocation of any certificate granted, 
pursuant to Section 106876 of the Health and Safety Code. 
 

 
 Original Signature (Please sign in blue ink.)  Date 

 This information is required by the California Department of Health Services, Drinking Water Technical Programs Branch.  The 
authority for maintaining the requested information is the California Code of Regulations, Title 22, Section 63810.  All information 
required on the application form must be provided by the applicant.  Failure to complete any portion of this form may result in 
delay or denial of eligibility for examination and/or certification.  The information provided is used to evaluate the applicant’s 
eligibility for examination as a  water distribution operator.    No transfers of this information are anticipated.    For more 
information, or access to your records, contact the California Department of Health Services, Drinking Water Program, Operator 
Certification Unit, MS 7417, P.O. Box 997413, Sacramento, CA 95899-7413; telephone number (916) 449-5611. 

  



 
 

 
*Original receipt is required 

 CPS Human Resource Services 
Small Water System Operators Expense Reimbursement Grant 

Operator Expense Claim 
Claimant’s Name Home Phone Soc. Sec. Number 

                            
Residence Address 

 
City State Zip Code 

Water System / Company Name 

 
System ID 
(7-digit 
Number): 

       Work Phone 

 
Position 

Pe
rs

on
al

 In
fo

. 

Work Address 

 
City State Zip Code 

Course Title: 

 
Units/Hours: Date Completed: 

C
ou

rs
e 

In
fo

. 

Instructor’s Name: College/ Organization/CE Provider: Phone Number: 

C
la

im
 

Expense 
claim is for: 

 Coursework Costs 
(complete items 1-9) 

 Certification 
Costs* 

(skip items 1-9, explain 
in item 10) 

 Certification Renewal Costs*       
(skip items 1-9, explain in item 10 

 Exam Fees* 
(skip items 1-9, explain in item 10) 

 
 

(4) Transportation (2) 
Time 

 Private Car $.34/mile Expenses (1) 
Date 

Leave 
Home 

Arrive 
Home 

(3) 
Location Where 

Training Was 
Provided (4a) 

Miles 

(4b) 
Amt. 

(4a x .34) 
 

(4c) 
Tolls* 

(4d) 
Parking* 

(5) 
Course 

Fees* ($15 
max per 
contact 
hour) 

(6) 
Book Fees* 
($150 max 
per class) 

(7) 
Total 

Expenses  
per Day (add 
4b, 4c, 4d, 5 

and 6) 

 
   

  
     

 
     

     

 
     

     

 
     

     

(8) Subtotals from Continued Page   
     

(9) Totals    
     

(10) Remarks or Details (attach original receipts)                                                  *Original receipt is required 
$___________Amount of certification costs 
 
 
 
 
Please indicate 
how you 
traveled: 

 

 I was driver 
Vehicle License #______________________   I was passenger (mileage not reimbursed) 

        Vehicle License #______________________ 

I hereby certify that the above is a true account of the expenses incurred by me in accordance with the Small Water System Operators Expense 
Reimbursement Grant, in the services of the State of California.  I understand that any misrepresentations may result in ineligibility for reimbursement 
or criminal charges in fraudulent cases. 

Ex
pe

ns
e 

In
fo

rm
at

io
n 

(s
ee

 re
ve

rs
e 

si
de

 fo
r m

or
e 

sp
ac

es
) 

Print Name of Claimant 

 
Signature of Claimant   (not valid without signature) Date 

Applicant must provide all information required on this application form.  Failure to complete any portion of this application may result in delay or denial of eligibility for reimbursement. 

 

 
Mail to: 

CPS Human Resource Services 
SWS Operators Expense Reimbursement Grant 
241 Lathrop Way 
Sacramento, CA 95815 

Vendor #   

Invoice # File #     A1177   

Invoice Date: Disb Code: Claimant Reimbursement  

Reference        
REIMBURSEMENT TOTAL TO BILL DHS  

C
PS

 U
SE

 O
N

LY
 

Print Name of the Officer Approving Payment Signature of the Officer Approving Payment Date 



 

(4) Transportation (2) 
Time 

 Private Car $.34/mile Expenses (1) 
Date 

Leave 
Home 

Arrive 
Home 

(3) 
Location Where 

Training Was 
Provided (4a) Miles 

(4b) 
Amt. 

(4a x .34) 
 

(4c) 
Tolls* 

(4d) 
Parking* 

(5) 
Course 

Fees* ($15 
max per 
contact 
hour) 

(6) 
Book Fees* 
($150 max 
per class) 

(7) 
Total 

Expenses  
per Day 

(add 4b, 4c, 
4d, 5 and 6) 

 
   

  
     

 
     

     

 
     

     

 
     

     

 
     

     

 
     

     

 
     

     

 
     

     

 
     

     

 
     

     

 
     

     

 
     

     

 
     

     

 
     

     

 
     

     

 
     

     

 
     

     

 
     

     

 
     

     

 
     

     

 
     

     

 
     

     

 
     

     

 
     

     

 
     

     

 
     

     

 
     

     

 
     

     

E
xp

en
se

 In
fo

rm
at

io
n 

C
on

tin
ue

d 
Fr

om
 F

ro
nt

 

Subtotals (carry over to item 8 on page 1)   
     


